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Getting Started



Creating Your Scrivener Project
•••

In Scrivener, click File and then click New Project. You will have the option to choose from one

of Scrivener’s preloaded templates (Fiction, Non-Fiction, Scriptwriting, and Miscellaneous) or start

with a blank slate.

As you can see, Scrivener offers an Interactive Tutorial (which I highly recommend) and a User

Manual (also recommended). It gives you the basics of Scrivener, which I won’t really cover in too

much detail here in this manual. The purpose of this Scrivener manual is to give you an idea of how to

format your text and how to convert it into different file types for various uses. I will really focus on

the main file types that I have used (PDF, ePub, and Doc) but there are many other formats that

Scrivener allows you to compile into. For this project, I selected a Blank Document (as you can see

below) so that I would be able to show you how to build a Scrivener document from the ground up

without the formatting help of a template. 



Once you select a template or blank document from the list on the left of the screen, you will

need to type in the name of your project in the box labeled “Save As:”. I named this project

ScrivenerManual2013 as you can see in the screen shot above. You will also want to select a place to

save your project by either typing in the folder location in the box labeled “Where:” or by clicking on

Browse and searching for a place to save the project. Scrivener projects are saved in several different

documents so I have found it helpful to create a folder on my computer with the project name. This

way, I keep all of my project related documents in one place and they don’t get scattered all over my

computer. As you can see in the screen shot above, I created a folder named “ScrivenerManual2013”

and saved this folder on my thumb drive which was “F:/”. Once you click “Create”, your project is

created and comes up in a screen like the one in the screen shot below. 



The cork board view is Scrivener’s signature view. Each document you add to your project

binder is shown as an index card on your cork board. As you can see on the left side of the screen, the

project is very basic right now. The main project document is titled “Draft” which can be changed to

reflect whatever name you want it to have. Underneath “Draft” you see that there is a text document

(with a little icon next to it that looks like a blank piece of paper). This is “Untitled” until you change

the name to something else. Scrivener uses an organizational system that looks very similar to the

folder/file organization in Windows Explorer. You have Text Documents that are the meat of your

project. Then you can also have Folders that help you organize your Text Documents. You can expand

and collapse these folders with the plus and minus signs next to them. 

To rename your main project document and your first Text Document, simply double click on

the name in the left hand column and type in the new name. Once you have renamed both

documents, the screen should look something like the one in the screen shot above. As you can see,

I’ve changed the name of my main document from “Draft” to “Scrivener Manual” and my first Text

Document from “Untitled” to “Title Page”. 

The next thing to do is to open that first Text Document and put some text in it. The Text

Documents work very similarly to a word processor like Microsoft Word. As you can see in the screen

shot above, the toolbar for word processing functions are grayed out and are not click-able in any way.

When you open the Text Document, however, these functions become fully available for use. In the

screen shot below, you can see that the word processing features are available and all you have to do

is start typing. To demonstrate this, I have typed in my title page text and have changed the font, font

style, font size, and paragraph spacing/alignment to look like a title page. 





Below is the formated title page for my Scrivener Manual. This is basic word processing and it

is pretty intuitive if you know how to use Microsoft Word or any other word processing program out

there. 

This concludes the “Creating Your Scrivener Project” section of the manual . Next, I will talk

about adding images to your project and give you a brief overview of the “Research” feature of the

binder.  



Introduction to Basic Scrivener Functions



Adding Pictures to Your Project
•••

Some of you may want to put pictures into your project but you don’t know how exactly to go

about doing that in Scrivener. I had no idea how to do this at first either, so I want to shed some light

on this subject for those of us who are used to cutting and pasting. 

In Scrivener, adding a picture is actually quite easy. You can’t just cut/copy and paste the

picture into a document like you can in Microsoft Word. To add a picture, you simply have to drag

and drop the picture file into your “Research” folder in your binder. The “Research” folder doesn’t

show up in your document when you compile but it is very useful to put various documents and

pictures that you may or may not want to include in your final product. Scrivener supports JPEG

image files so make sure your pictures are saved in that format. Once your picture is saved as a JPEG,

drag the file from the original folder on your computer and drop it into the research folder in your

Scrivener binder. 

Once you have the picture in your “Research” folder, you can drag and drop the picture into

your Text Documents as you see fit. If you want the picture to format correctly in your text document,

you will need to adjust the alignment and paragraph spacing before you drag and drop the image into

the text. For the images in this manual, I changed the alignment to Centered and the paragraph

spacing to 1.0x so that the image fit nicely between the text. The picture may be very large but have no

fear. You can change the size of the picture by right-clicking on the image and selecting “Edit Image”. 



When you click on “Edit Image”, a dialog box will come up allowing you to change the image

size and name. Make sure you leave the “Lock Aspect Ratio” box checked so that your image will not

be warped when you change the size. For the picture you see below, I changed the width to 500 which

automatically set the height for me. When I clicked “OK”, the picture was resized to a more

manageable and aesthetically pleasing size. 

Once you have resized/renamed your image to whatever works for you, hit the “Enter” key on

your keyboard twice and change the formatting back to your original text format and continue typing. 



Creating Levels with Folders and Text
•••

In this section I am going to give you a basic overview of how “Levels” work in Scrivener and

how to create them with Folders and Text Documents. Once you have created your title page (if your

project needs one of those) and completed the initial naming and renaming of your main document,

you will want to start adding more to your project. To do this, make sure that your main document is

highlighted by clicking on it (this way the new document/folder that you add is placed under the main

document and not as a sub-document to your title page). Next, click on the down arrow next to the big

green circle with a plus sign on it located in the icons at the top of the screen. This will display options

for adding a new Text Document, a new Folder, Files, or a Web Page. For the purposes of this manual,

I will not be discussing the last two options (Files or Web Pages). I will only be focusing on the Text

Documents and Folders. 

Select the “New Folder” option and a new folder will be added to your binder on the left hand

side of the screen. It should be added as a sub-folder of your main document as you can see in the

screen shot below. 



You can change the title of the new folder to whatever you want it to be. For this project, I have

named the folder “Part I”. As you can see, the folder is empty and there are no index cards on your

cork board. To add new Text Documents, repeat the steps above but instead of selecting “New

Folder”, select “New Text”. You will want the new text document to be added inside of the folder

named “Part I” so make sure that the folder is highlighted before adding the new text document. 

In the screen shot above, you can see that my new text document was added in the folder

named “Part I”. The folder is expanded, but you can collapse it at any time by clicking on the minus

sign next to the fold icon. I’ve named my new text document “Creating Your Scrivener Project”, and in



sign next to the fold icon. I’ve named my new text document “Creating Your Scrivener Project”, and in

the next section I will discuss the importance of naming your folders and text documents. 



Naming Your Folders with Compilation in Mind
•••

In most of the manuals and guides I found out on the internet for Scrivener (both Windows

and Mac versions), the importance of naming your folders was not discussed. Most said to simply

name a folder with whatever name helped you to identify the folder contents, and said that it didn’t

matter what the name of the folder was because if you were writing a novel, the chapter numbers

would replace the names of the folders. I went along with this advice and named my chapters by their

subtitles in writing The Last Navigator. By the way, the folders are “chapters” in Scrivener by default.

For this manual, my “chapters” would be Part I, Part II, Part III, etc. For the most part, this advice of

naming conventions for folders seemed to work out just fine. It’s when I got to the compiling that it

caused me a bit of trouble. Mind you, I didn’t know much about Scrivener at all. I had just

downloaded the program and cut and pasted my novel (which was originally written in Word) into

the program. So after I had all of my folders named and my text added, I tried to compile it into an

eBook format. At first, it looked just fine, but when I went to the automatically generated table of

contents (which is a feature that Scrivener does for eBook compiling) what I saw wasn’t “Chapter

One”, “Chapter Two”, and so on. It was the subtitles of each chapter, which also happened to be the

names of my folders. I tried changing it up, clicking and unclicking things, naming and renaming

things, until I had taken up an entire day of my life fiddling with formatting with no apparent success.

I finally found a blog post that someone had done on changing the formatting before compiling in the

Mac version of Scrivener. Although it is slightly different, it did help me to find my way around a bit. I

found that naming the folders Chapter One, Chapter Two, etc., was indeed the way to go, although

others told me otherwise. I also discovered another level that I didn’t know existed: the Text as a Sort-

Of Folder Level, as I will call it. The icon, which is shown in the picture below, is what this level looks

like in your binder. 

It is a handy level that made my life a lot easier. To create this level, simply drag and drop a

text document into another text document. The text that was dragged and dropped will be “inside” of

the text that it was dropped into. It functions as a folder without actually being a folder, which helps

when you want to format the way an eBook looks and you want the table of contents to just have

chapter numbers. What I ended up doing with my organizational structure for The Last Navigator is

shown in the screen shot below. I named my chapters (or folders) by chapter, I named my Level +1

text documents as my chapter subtitles, and I didn’t give a particular name to my Level 1 text

documents. In compiling, this configuration seemed to work best for me. 



Now that you see the way I have set up my binder with levels and names, I can discuss with you

how to compile into an eBook, PDF, and Word Document from Scrivener. 


